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I NFORMATI ON TECHNOLOGY SPECI ALI ST

(Conpetitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises a responsi ble, non-supervisory position in
the Fire Communications Division, the primary duties of which
include the design, inplenmentation, and nmaintenance of a
conputerized fire departnment records managenent system The
enpl oyee of this <class works <closely wth departnental
adm ni strative and supervisory personnel to assure that
departnmental records managenent system is kept current and
mai nt ai ned for the purposes of tracking departnmental activity.
The Information Technology Specialist provides technica

assi stance to others responsible for data entry. The enpl oyee
of this class serves as the departnent |iaison with other area
public safety agencies relative to the comuni cation of records
and information. The Information Technol ogy Specialist works
under general supervision, reporting to and having work revi ewed
by the Chief of Fire Conmunications.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nay be | ogical
assignnents to this cl ass.

Desi gns, i npl ement s, and maintains a conputerized fire
departnment records managenent system i ncl udi ng devel oping and
recommending policies for its use and maintaining equipnment
repl acenment schedul e. Exam nes and eval uates existing records
managenent system in order to develop new or to recomend
i nprovenents in systenms format, use, and control. Confers with
departnment personnel to identify problenms and to gather
suggestions for inprovenents to records mnagenent system
Assures that the departnental records managenent systemis kept
current and mai ntai ned for the purposes of tracking departnent al
activity. Prepares correspondence and devel ops new forns as
required for the dissem nation of information relative to the
i nformati on nmanagenent process.

Installs, nodifies, and makes repairs to departnent conputer
har dwar e and software systens and provi des techni cal assistance
and training to system users. Installs or assists departnment
personnel in installation of hardware and peri pheral conponents,
such as nonitors, keyboards, printers, and di sk drives foll ow ng
design or installation specifications. Loads software such as
operating systenms, word processing, or spreadsheet progranms into
conputers and assists network providers in setting up conputer
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net wor K. Mai ntains inventory records on all departnent owned
conput er hardware and peri pherals. Perforns software audits to
insure conpliance with all software |icense agreenents and

mai ntains inventory records and security of departnent’s
i censed software.

Prepares witten procedures and manual s to be used by depart nment

personnel in the operation of the conputer systens and
applications. Instructs wusers in the wuse of equipnment,
software, and manuals. Responds to inquiries concerning

problenms with systens and/or operations and perforns renedi al
actions to correct problenms based on know edge of system
oper ati on. Arranges for outside repairs of departnental
conput er equi pnment and followups on all repairs to assure that
the work was properly acconplished. Assists network providers
in overseeing the maintenance of the |ocal conputer network.

Mai ntains Mbile Data Termnals on all departnment first
responder vehicles including interfacing wth the records
managenment system repairing, repl acenent, and training.
Mai ntains fire departnment Audi o Voice Log system and provides
t echni cal assi stance where needed. Produces hol ogram

identification cards for fire department personnel.

Meets with conputer hardware and software vendors to review
products related to the departnmental records managenent system
Makes recommendations for the purchase of conputer network
equi pnrent and software. Assists in preparing departnment budget
by gathering information on equipnment needed for records
managenment system

Pronotes a positive imge of the department in the daily
performance of duties by interacting with the public, and state
and | ocal agencies. Provides assistance to other public safety
agenci es during energencies in order to share information and
dat a.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents nust be net by the
filing deadline for application for adnission to the
exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
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fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must have a m ninmum of five (5) years experience in electronic
conputer or conmmunications equipnment related field with a
wor ki ng knowl edge in data and teleconmunications systens,
including installing and mai ntaining Local Area Networks.
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